
1. Please register using the "Register" button in the right-hand column. 

 



2. You will receive an activation code via the e-mail address you provided, which you should enter in the "Verification code" field for 
verification purposes. Please enter this code in the field provided within 5 minutes. 

Once you have successfully registered, you can log in with your login details in the centre column of the start page. 

 



3. After logging in, you will be taken to the homepage of the applicant portal. To create an application, either click on the "Applications" 
menu item on the left or on the "Create and manage your applications" field below the welcome text. 

 

 



4. On this page you will find a list of all the applications you have created.  

Important information: You can interrupt your application at any time and continue at a later date as long as you have not yet submitted 
it. The status (right-hand column) shows you which process your application is currently in. 

To create an application, please click on the "Create" button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. A new pop-up window will now open. There you can select the study programme you would like to apply for. Select the relevant study 
programme by clicking on it. Continue with your application by clicking on the "Continue" button. 

 



6. Please confirm the creation of the application by clicking "Continue". 



7. Your application has now been created and you will be forwarded directly to the application form.  

You must now enter your personal information in the application. In the overview, you can see in which categories mandatory information 
still needs to be entered (warning signs). Use the menu next to the overview to navigate to the individual categories. 

  



8. To enter information and upload documents, please click on "Edit".  

Please always note the blue help texts with important information about the application! 

 



9. In edit mode, all fields can be filled in and documents can be uploaded in the designated attachment.  

Please note: Your work sample is not uploaded via the applicant system, but via an external storage location. Please click on the 
embedded link and enter the password generated for you in order to upload your work sample.  

As soon as you have finished filling in and uploading the documents in the respective category, please click on Save. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



10. In the external storage location, you can upload your work sample(s) via the "Neu" button and then "Datei hochladen". 

 

 



11. Once all relevant entries have been made, the application can be submitted via the green "Submit application" button on the right. 
Confirm that you wish to submit your application via the pop-up field. 

Please note: Once you have submitted your application you can no longer make any changes to it. 

 



12. Your application has been successfully submitted. The status of your application has changed to "Formal check", i.e. your application 
will now be checked by the Examination Office for the formal admission requirements. 

 


